


 All staff should receive training on all aspects of Civil Rights 
compliance, including  and in accordance with FNS Instruction 
113-1, civil rights training must include, but not limited to: 

 

          * Collection & use of data 
          * Effective Public Notification Systems 
          * Complaint Procedures 
          * Compliance Reviews 
          * Resolution of Non-compliance 

          * Reasonable Accommodation of people with disabilities 
          * Requirements for Language Assistance 
          * Conflict Resolution 

          * Customer Service 



 State agencies are responsible for training sub-
recipient agencies on an annual basis.  
 

 Sub-recipient agencies are responsible for training 
their local sites, including “frontline staff” who interact 
with applicants or participants on an annual basis.  
 

 New employees before participating in Program 
activities  
 

 All front-line workers, including volunteers and 
supervisors, must receive annual civil rights training.  
 

 



 To provide equal treatment for all applicants and program 
recipients. 

 

 

 To provide clients with knowledge of their rights and 
responsibilities as a program recipient.  

 

 

 To eliminate barriers that prevent or deter people from 
receiving benefits. 

 

 

 To promote dignity and respect for everyone.  
 



 Civil Rights are the non-political rights of a citizen and are 
guaranteed by the 13th and 14th Amendments of the U.S. 
Constitution and Acts of Congress.  

 

 Organizations that accept Federal financial assistance must 
obey Federal civil rights laws, regulation, instructions, and 
guidance.  USDA foods are considered Federal financial 
assistance per Civil Rights Instruction 113-1. 

 

 Organizations that receive USDA foods must demonstrate civil 
rights compliance.  This includes annual training for any 
person working with recipients of TEFAP and/or CSFP food. 

 

 Civil rights laws, regulations, executive orders, and related 
other guidance can be found on the website:      
http://www.fns.usda.gov/cr/crregulation.htm 

 

 

 

 

http://www.fns.usda.gov/cr/crregulation.htm
http://www.fns.usda.gov/cr/crregulation.htm


 To qualify for Federal financial assistance, the program 
application must be accompanied by a written assurance that 
the program or facility will be operated in compliance with 
the Civil Rights laws and implementing nondiscrimination 
regulations. 
 

 A Civil Rights assurance statement must be incorporated in all 
agreements between Federal & State agencies, State & sub-
recipient agencies, and sub-recipient agencies & their local 
sites.  

(FNS Instruction 113-1, Appendix C)  

https://www.fns.usda.gov/sites/default/files/113-1.pdf 

https://www.fns.usda.gov/sites/default/files/113-1.pdf
https://www.fns.usda.gov/sites/default/files/113-1.pdf
https://www.fns.usda.gov/sites/default/files/113-1.pdf


 Knowledge of civil rights applies to most areas of food 
distribution programs. 

 

 All employees and volunteers who work directly with 
program applicants and/or recipients (and their 
supervisors) need to be aware of civil rights 
requirements. 

 

 Training must be documented annually.   



The following policies prohibit discrimination based on race, color, national 
origin, age, sex, & disability. 

 

Civil Rights Laws Protected Classes 

Title VI - Civil Rights Act of 1964 
Civil Rights Restoration Act of 1987 

√  Race/Language 
√  Color 
√  National Origin 

Age Discrimination Act of 1975 √  Age 

Title IX of the Education Amendments of 1972 √  Gender 

Section 504 of the Rehabilitation Act of 1973 
Americans with Disabilities Act 

√  Disability 

Title VII CFR 16.3, Responsibilities of Participation 
Organizations  

√  Religion 

Title VII CFR 247 (CSFP), 250 (Food Distribution), & 
251 (TEFAP) 
FNS Instruction 113-1 

 

√  All Classes 

All documents are available at http://www.fns.usda.gov/cr/crregulation.htm 

http://www.fns.usda.gov/cr/crregulation.htm


 Disparate Treatment is when a person is intentionally discriminated against as 
a member of a protected class.  

         * Example: Members of religious groups are denied service because    
            their beliefs do not match the religious teachings of the organization  
            that is distributing food.   
 

 Disparate Impact is when actions that appear neutral have a negative impact 
on a protected class. 

          * Example: A distribution site makes the Russian clients wait until the  
             end of the day for food because interpreters are not available until  
             late afternoon. This creates a situation where coveted food items may  
             be unavailable to a specific group.   
 

 Retaliation is the negative treatment of a member of a protected class in 
response to previous civil rights activity. This includes actions against their 
family and/or their associates.  

          *  Example: Family and friends of a client are denied food after the  
              client filed a complaint against the agency.          



 Congress has the ability to establish programs that are 
intended for certain groups of people such as CSFP that 
serves only persons 60 years of age and older. 

 

 It is not considered discrimination to exclude those who do 
not meet eligibility requirements for these types of programs. 

 

 For example, Congress can set age limits and this is not age 
discrimination for those who do not meet the age limits.   



 There are civil rights requirements for notifying the public about TEFAP and CSFP.  
State Agencies and their sub-recipients must:  

 

         *Nondiscrimination Statement- All information materials and sources, including    
           Web sites, used by FNS, State agencies, local agencies, or other sub-recipients to   
           inform the public about FNS programs must contain a nondiscrimination  
           statement.  
          The statement is not required to be included on every page of the program Web  
            site. At a minimum, the nondiscrimination statement or a link to it must be  
            included on the home page of the program information.  
 

         * Make program information available to the public upon  
            request.  
 

         * Prominently display the “And Justice for All” poster.  
 

         * Inform potentially eligible persons, applicants, participants and  
            grassroots organizations of programs provided and/or changes to program policy.  
 

         * Convey the message of equal opportunity in all photos and other  
             graphics that are used to provide program or program-related  
             information.   
 

         * Provide appropriate information in alternative formats for persons  
            with disabilities and in the appropriate languages for LEP persons.    
 

          



 Title VI and its implementing regulations, Executive 
Order 13166, and Federal agency guidance require 
Federal agencies and recipients (State agencies, local 
agencies, or other sub-recipients), to take reasonable 
steps to ensure “meaningful” access to their programs 
and activities by Limited English Proficient (LEP) 
persons.  

 

(FNS Instruction 113-1, Section VII)  

https://www.fns.usda.gov/sites/default/files/113-1.pdf 

https://www.fns.usda.gov/sites/default/files/113-1.pdf
https://www.fns.usda.gov/sites/default/files/113-1.pdf
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 Individuals who do not speak English as their primary 
language and who have a limited ability to read, speak, write, 
or understand English.  

 Service must be provided, but there is some flexibility on 
methods used.  

 Volunteers may be used as interpreters and must maintain 
participant confidentiality. 

 Children should not be used as interpreters. 

 There is a potential for discrimination based on national origin 
when accommodations are not made for LEP individuals.  

 Visit www.lep.gov more information.  

http://www.lep.gov/


What is the definition of disability?  

 A person who has a physical or mental impairment which 
substantially limits one or more major life activities, has a 
record of such an impairment, or is regarded as having such 
an impairment.  

 Major life activity means functions such as caring for one’s 
self, performing manual tasks, walking, seeing, hearing, 
speaking, breathing, learning and working.  

  *functions of the immune system, normal cell growth,    
    digestive, bowel, bladder, neurological, brain,  
    respiratory, circulatory, cardiovascular, endocrine, and  
    reproductive functions. (ADA Amendments Act of 2008)  

 



 A reasonable accommodation is a change in rules, policies, 
practices, or services so that a person with a disability will 
have an equal opportunity to apply for and receive TEFAP 
and/or CSFP food.   

o The agency should do everything they can to assist a person with 
disabilities 

o The agency is not required to make changes that would 
fundamentally alter the program or create an undue financial 
and administrative burden.  

o Reasonable accommodations may be necessary at all stages of 
the process, including application, receipt of benefits, and client 
notification.   

 



 CSFP regulations require annual reporting of client’s racial and 
ethnic data. (FNS-191 Report) 

 

 Applicants self-declare racial/ethnic data 
 

 If an applicant refuses to provide racial/ethnic data, they are to be 
advised that the information will be collected based on your 
observation. 

 

 Outreach efforts can be targeted to groups not adequately 
represented in program participation. 

 

 Maintain all records for three years plus the current fiscal year. 
 

 All data collected must be kept secure and confidential.   

 



 The following is an example that may be utilized when soliciting 
characteristic data from a program applicant/participant:  

 

        “This information is requested solely for the purpose of    
          determining the State’s compliance with Federal civil rights  
          laws, and your response will not affect consideration of your  
          application, and may be protected by the Privacy Act. By  
          providing this information, you will assist us in assuring that  
          this program is administered in a nondiscriminatory manner.” 

 
 If the applicant declines to self-identify, the applicant should be 

informed that a visual identification of his or her race and 
ethnicity will be made and recorded in the data system.  The 
applicant shall be assured that the information is for statistical 
purposes only and has no effect on eligibility.   



 Two Question Format 
    

   1. Ethnicity (must select one of the following)  

o  Hispanic or Latino  
o  Not Hispanic or Latino  

 
  2. Race (one or more of the following)  

o  American Indian or Alaskan Native 
o  Asian 
o  Black or African American    
o  Native Hawaiian or Other Pacific Islander 
o  White 
 
 



 The “USDA Non-Discrimination Statement” must be included 
on all materials that mention USDA programs (i.e., TEFAP, 
CSFP, commodities).  

 

 The statement provides contact information for anyone to file 
a complaint of discrimination directly with the USDA.  

 

 There is a full version and a short version of the 
nondiscrimination statement. 

 

 Font size for the full version may be smaller than the rest of 
the publication, but it must be readable.  



In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA 
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal 
or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available 
in languages other than English.  

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-
3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a 
letter addressed to USDA and provide in the letter all of the information requested in the form. To request a 
copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:  
 

(1) mail: U.S. Department of Agriculture  

Office of the Assistant Secretary for Civil Rights  

1400 Independence Avenue, SW  

Washington, D.C. 20250-9410;  
 

(2) fax: (202) 690-7442; or  
 

(3) email: program.intake@usda.gov.  
 

This institution is an equal opportunity provider. 



De conformidad con la Ley Federal de Derechos Civiles y los reglamentos y políticas de derechos civiles del 
Departamento de Agricultura de los EE. UU. (USDA, por sus siglas en inglés), se prohíbe que el USDA, sus agencias, 
oficinas, empleados e instituciones que participan o administran programas del USDA discriminen sobre la base de 
raza, color, nacionalidad, sexo, discapacidad, edad, o en represalia o venganza por actividades previas de derechos 
civiles en algún programa o actividad realizados o financiados por el USDA.  

Las personas con discapacidades que necesiten medios alternativos para la comunicación de la información del 
programa (por ejemplo, sistema Braille, letras grandes, cintas de audio, lenguaje de señas americano, etc.), deben 
ponerse en contacto con la agencia (estatal o local) en la que solicitaron los beneficios. Las personas sordas, con 
dificultades de audición o discapacidades del habla pueden comunicarse con el USDA por medio del Federal Relay 
Service [Servicio Federal de Retransmisión] al (800) 877-8339. Además, la información del programa se puede 
proporcionar en otros idiomas.  

Para presentar una denuncia de discriminación, complete el Formulario de Denuncia de Discriminación del Programa 
del USDA, (AD-3027) que está disponible en línea en: http://www.ascr.usda.gov/complaint_filing_cust.html y en 
cualquier oficina del USDA, o bien escriba una carta dirigida al USDA e incluya en la carta toda la información 
solicitada en el formulario. Para solicitar una copia del formulario de denuncia, llame al (866) 632-9992. Haga llegar 
su formulario lleno o carta al USDA por:  

(1) correo: U.S. Department of Agriculture  

Office of the Assistant Secretary for Civil Rights  

1400 Independence Avenue, SW  

Washington, D.C. 20250-9410;  
 

(2) fax: (202) 690-7442; o  

(3) correo electrónico: program.intake@usda.gov.  

                                             Esta institución es un proveedor que ofrece igualdad de oportunidades. 



 USDA Nondiscrimination Statement (NDS) 
 

o Short Versions (Can only be used in special circumstances)   

      * This institution is an equal opportunity provider.  

        * Esta institución es un proveedor que   
           ofrece igualdad de oportunidades.  (Spanish)  
(Special Circumstance-If the material is too small to permit the full 
statement to be included, the material will at a minimum include the 
statement, in print size no smaller than the text, that “This institution is 
an equal opportunity provider.”) 

o Translations   
     * NDS Statements in other Languages are  
        forthcoming 



 The posters must be displayed                                                                                                                                 
where clients and applicants can 
see it.  

 

 This poster serves as a trademark 
indicating the site provides a USDA 
program without discrimination.  

 

 The poster has contact information 
so that anyone has information to 
file a discrimination complaint 
directly with the USDA 

  



 Agencies can obtain free copies of the “And Justice 
For All” poster by:  

 

     * Contacting your Regional Food Bank or Local Agency 

 

    * Contacting the State of South Dakota Child and Adult  

          Nutrition Services Office through the Department of  
          Education at 605-773-3413.  



 Treat others the way they want to be treated (or at least be aware of what 
that is). 
 

 Have a written and posted policy for dealing with unacceptable behavior 
and conflicts.   
 

 Remain Calm. 
 

 Listen and really hear the other person. 
 

 Ask questions to gather information. 
 

 Be empathetic.  
 

 Explain situation (rules, expectations).  
 

 Get help, especially if threats or if violence is possible.   



 Treat everyone with dignity and respect and make 
people feel welcomed. 

 Be patient and polite. 
 Make sure that the clients receive equal treatment and 

service.  
o Equal does not mean identical (Example, 

participants receive different products)   
 Do not provide special favors for anyone that you are 

not prepared to provide for anyone  
o Disabilities and Language needs are not 

considered special favors since they are required 



 Smile  
 

 Know and be able to explain policy and rules that must 
be followed. 

 Don’t be afraid to apologize. 
 Do not treat people differently based on race, color, 

national origin, age, sex, or disability. 
 Do not impose policies that unfairly impact certain 

groups. 
 Do not retaliate against anyone who files a complaint 

(or their family, friends or employees who cooperate 
with a civil right investigation).  



 In order to minimize the risk of a civil rights discrimination 
complaint, ask yourself the following questions each time an 
applicant and/or participant comes to your program 

 

1. Am I treating this person in the same manner as I treat others? 

2. Have I clearly explained to this person what information I need to 
make a determination on the application? 

3. Have I given this person the opportunity to clarify all relevant 
factors or inconsistencies? 

4. Have I provided the person the information they need to make 
necessary decisions? 

5. Am I treating this person as I would wish to be treated?  

 

 

 



 USDA Regulations (7 CFR 16) require equal opportunity for 
Faith Based Organizations (FBO’s) and Community Based 
Organizations (CBO’s). 

 

 Discrimination is prohibited on the basis of religion or 
religious belief or character. 
 

 FBOs can use facilities for USDA food distribution without 
removing religious art or symbols.  FBO’s may not distribute 
religious supplies and/or materials with USDA Foods.   
 

 FBOs may not use USDA funds or supplies to support worship, 
religious instruction, or proselytization (attempt to convert) 



 Complaints shall be accepted and forwarded to USDA.  
 

 Complaints must be filed within 180 days from the alleged 
act of discrimination.  
 

 Complaints may be written, verbal, or anonymous. 
 

 State agencies or sub-recipient agencies may develop their 
own complaint forms, but the use of such forms cannot be 
a pre-requisite for acceptance.  

 

 A separate Civil Rights complaint log shall be maintained by 
the State & sub-recipient agency.  

  

 Confidentiality is extremely important and must be 
maintained.  
 



 Name, address, and telephone number of the 
complainant  

 

 The location and name of the organization or office  
 

 The nature of the incident or action  

 The names, titles, and business addresses of persons 
who may have knowledge of the discriminatory action  

 The date(s) during which the alleged discriminatory 
actions occurred  

 The basis for the alleged discrimination.  

 

Complaints should include:  



 USDA Discrimination Complaint Form  
 

    * English  
        

   

http://www.ocio.usda.gov/sites/default/files/docs/2012
/Complain_combined_6_8_12.pdf 

 

   * Spanish  

http://www.ocio.usda.gov/sites/default/files/docs/2012
/Spanish_Form_508_Compliant_6_8_12_0.pdf 

 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Spanish_Form_508_Compliant_6_8_12_0.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Spanish_Form_508_Compliant_6_8_12_0.pdf


 State and Federal governments are required to conduct 
reviews to determine compliance with civil rights laws, 
regulations, and requirements. 

 

 Cooperation with State and Federal reviewers is required as a 
condition of receiving Federal financial assistance (Remember, 
USDA food is considered financial assistance). 
 

 There are three types of reviews: 
 

o Pre-Award: a review conducted before an agency starts  
   distributing TEFAP and/or CSFP. 

o Post-Award:  routine compliance reviews must be  
   conducted as identified by FNS Instruction 113-1  

o Special Compliance Reviews 

 



 May be scheduled or unscheduled. 

 To follow-up on previous findings of noncompliance. 

 To investigate reports of noncompliance by other 
agencies, media, or organizations. 

 May be specific to an incident or policy 

 History of statistical under representation of 
particular groups 

 Pattern of complaints of discrimination.   



 Be sure to sign a document indicating that you 
participated in Civil Rights training. 
 

 Talk to the Program Manager if you have questions 
about the information included in this presentation. 
 

 Thank you for completing your Civil Rights training.   
 

 For more information visit USDA Civil Rights 
Compliance and Enforcement at: 

https://www.fns.usda.gov/sites/default/files/113-1.pdf 

https://www.fns.usda.gov/sites/default/files/113-1.pdf
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